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Uploading Images

1. Navigate to Unit

2. Navigate to Image Library

3. Upload Images

4. Check In Images

5. Publish Images

6. Approve Images
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Navigating to Unit to Upload Images

1a. Click Units
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Navigating to Unit to Upload Images

1b. Select Unit
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Navigating to Unit to Upload Images

1c. Click Unit from list of links
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Navigating to Image Library

2a. Click View All Site Content
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Navigating to Image Library

2b. Click Images
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Uploading Images

3a. Click Upload Document

NOTE: When uploading images, it is recommended 

that you upload them one at a time to fill in all 

required information for each image. Using Upload 

Multiple Documents does not allow you to fill in the 

required information until after you upload. If you 

upload multiple images at once, you must open 

each image and enter the information required.
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Uploading Images Individually

3b. Click Browse to Select Files

Note: Images must be published and approved before the public can view them
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Uploading Images Individually

3d. Click Open to upload

3c. Select Image to upload
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Uploading Images Individually

3e. Click OK
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Uploading Images Individually

 Name *

 VRIN# *

 Date Photo Taken *

 Byline *

 Unit

 Dateline *

 Keywords

 TypeofImage

 F-Number

 ExposureTime

 ApertureValue

 ShutterSpeedValue

 MeteringMode

 MaxApertureValue

 ExifImageWidth

 FocalLength

 ExposureMode

 ExifImageHeight

 SceneCaptureType

 WhiteBalanceMode

 Flash

 ISOSpeedRatings

 Model

 Make

 Headline

 Artist

 City

 WriterEditor

 Country/Region

 State/Province

 AllMetadata

3f. Enter image information

NOTE: Make sure all Items marked with * have information. These are 

required fields and must have information filled in.

3g. Click Check In
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Uploading Multiple Images

3b. Click Upload Multiple Files

Note: Images must be published and approved before the public can view them
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Uploading Multiple Images

3c. Navigate to images on local 

drive. Check images to upload

Note: Images must be published and approved before the public can view them

3d. Click OK
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Finding Uploaded Images

NOTE: This view will display all images created and/or last modified by you in 

descending date order

14

4. After all images have been uploaded, 

Change View to My Submissions
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Publishing Images
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5a. Click drop down next to image name of 

image to Publish

NOTE: If you upload multiple images, they must first be 

checked in before you publish. Run the Report for Items 

checked out to me and check in all at one time.

5b. Click Publish a Major Version
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Publishing Images
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5c. Enter Comments

5d. Click OK

5e. Close Images View


